Transition to 2007 

The two most visible differences when first opening a Microsoft program are the office button, the Quick Access toolbar (which you may not immediately recognize as a “tool bar” and the missing menu bar. 
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The Office Button is located in the top left corner of the program window.  It is very similar to the File menu in older versions.  The most commonly-used tasks on this list are:


New

Open

Save

Save As

Print

Close

[image: image4.png]@ d9-o-)- Bookl - Microsoft Excel - = x
G

- e @ -7 x
L2 e - -ax) == =" ;DI: é:ﬁ( A

S General

-
e g | [z oA - | lissinio Comatma® oo sy~ | Eromat< | 2+ Bt et




[image: image5.png]Transitior

‘Word Document
Save the file as a Word Document,

Word Template
Save the document as a template that can
be used to format future documents.

OpenDocument Text
Save the document in the Open Document
Format.

Prepare BDF or XPS

Publish 3 copy of the document as a PDF or
XPS file.

Seng
Other Formats
Open the Save As dialog boxto select from
s all possible file types.

ERe NPELTLD

Close




The Quick Access toolbar is located to the upper right of the Office Button.  By default, the save, undo and redo icons are located on this toolbar.  If there is a toolbar button on any ribbon that you use a lot it can be added to the Quick Access toolbar.  These buttons can be accessed at any time regardless of what ribbon you are working in.



The missing menu bar has been replaced by “ribbons”.  Each ribbon contains tools and actions logically grouped.  Just like the file menu varied from one MS program to another, the ribbons do as well.  A table is provided later in this document to give an overview of the new locations to find various tools for Word.
Why use keyboard shortcuts?  This dramatic change from Office 2003 to 2007 has left new users scrambling to perform tasks as simple as “print”.  Note that the keyboard shortcuts continue to be the same as in older versions.  Some examples are included here for your convenience.

	Ctrl+A
	select all

	Ctrl+C
	copy

	Ctrl+X
	cut

	Ctrl+V
	paste

	Ctrl+F
	find (and replace)

	Ctrl+P
	print

	Ctrl+S
	save

	Ctrl+Z
	undo

	Ctrl+Y
	redo


Ribbons
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Ribbons replace the former menus (e.g. file, edit, view, format, etc.) in the menu bar.  By default, Word opens with the “home” ribbon  displayed.  To access another ribbon, click on the appropriate name.  When the mouse is over a name, the name will appear as a tab.
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Each ribbon is subdivided into groups of information.  Above you will see that the copy, paste and related functions are in the clipboard group, font formatting tools are in the font group, etc.  Note also that each group has a small arrow in the bottom right corner to access the associated dialog box.
Some actions are no longer located in quite the same place.  One notable example is the Tabs function, which is found in the bottom left corner of the paragraph dialog box.  Another example is the header/footer option, which is now in the Insert ribbon, not in the Edit menu.
The table below shows some of the new menu locations:

	Tab
	Contains these groups
	Office 2003 Menu Locations

	Home
	clipboard, font, paragraph, styles, editing
	File and Edit

	Insert
	pages, tables, illustrations, links, header & footer, text symbols
	Insert

	Page Layout
	themes, page setup, page background, paragraph, arrange
	Format 

	References
	table of contents, footnotes, citations & bibliography, captions, index, table of authorities
	Insert 

	Mailings
	create, start mail merge, write and insert fields, preview results, finish
	Tools

	Review
	proofing, comments, tracking, changes, compare, protect
	Tools 

	View
	document views, show/hide, zoom, window, macros
	View

	Developer
	code, controls, XML, protect, templates
	Tools


Default Settings in Word 
The following default settings have changed: font and font size, line spacing, page margins, and line spacing after a paragraph.  Here is an example of how to change the default settings.  All other default settings can be changed in a similar manner, even in other MS programs.

In the home ribbon, click on the Font arrow to open the font dialog box.  Select the font and font size you want to make the default.  In the lower left corner click on “default”.
When the warning shown below pops up, click Yes.
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Working in Compatibility Mode:
New software versions are backward-compatible, so if you are using 2007 you will be able to open and work on documents created in older versions of Word.  However, in order to send something useable out to those who have not moved to 2007, do the following:

· Click the Office Button
· Hold the mouse over Save As
· Click to select Word 97-2003 Document

· Proceed as before to complete the save process

If you need to send a Word document to a group who may not all have Word, use the same steps and click on PDF to save the document as a PDF.
Ribbons in Other Programs
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Note that in PowerPoint, when a graphic is selected, the Drawing Tools tab displays.  Click on the tab to display the Drawing Tools menu.  Double-clicking the graphic Print screen displays the Drawing Tools menu as well.

Passing an Error Message on to Your Technician
If a message pops up that you cannot understand or that includes too much detail to correctly repeat in an e-mail to your technician – capture the message (called a screen capture).  Press the “Print Screen” [PrtScn] button on your keyboard.  It could be around the insert button or above the numeric keyboard.  

After you have pressed the PrtScn button, open the document where you want this screen capture to appear.  Paste – it doesn’t matter if you use the paste button on the Home ribbon, use Ctrl+V or right-click and click on paste.
Miscellaneous Items
1) The custom dictionary is shared across all MS Office programs.  Great for frequently-used terms 
     not found in the MS dictionary.
2) In Excel and Word show/hide is in the View ribbon (show rulers, 
    gridlines,formula bar, etc.  In Word, the show/hide tool is on the home
    ribbon. 
3) A tool/button that is frequently used can be moved to the Quick Access Toolbar (see page 1) by 
    simply right-clicking the tool and selecting (clicking) “Add to the Quick Access  Toolbar” from the
    pop-up menu.
Click these arrows to open the associated dialog boxes.








